
ANNE 
ARUNDEL 
COUNTY 

Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

A G E N C Y Planning and C o d e Enforcement D I V I S I O N L i c e n s e / E n f o r c 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1. A M U S E M E N T L I C E N S E S 

T h e s e l i c e n s e s a r e i s s u e d t o o p e r a t e o r p e r m i t 
t h e o p e r a t i o n o f a c a r n i v a l , c o i n - o p e r a t e d 
a m u s e m e n t d e v i c e , g a m e o r e v e n t . R e c o r d s a r e 
m a i n t a i n e d i n l e g a l s i z e m a n i l l a f o l d e r s . 

R E T A I N I N O F F I C E T H R E E 
Y E A R S , T H E N D E S T R O Y . 

2. A R C A D E H E A R I N G S 

W r i t t e n r e c o r d o f p u b l i c h e a r i n g s r e q u i r e d f o r 
a n n u a l r e n e w a l o f a r c a d e l i c e n s e . 

R E T A I N I N O F F I C E T W O 
Y E A R S F R O M D A T E O F 
I S S U A N C E , T H E N D E S T R O Y . 

B O A R D S A N D C O M M I S S I O N S 

A . A u d i o - r e c o r d i n g o r w r i t t e n t r a n s c r i p t o f 
a l l h e a r i n g s a n d m e e t i n g s c o n d u c t e d b y 
t h e B o a r d s a n d C o m m i s s i o n s . 

R E T A I N I N O F F I C E F O R A 
P E R I O D O F T H R E E Y E A R S , 
T H E N D E S T R O Y . 

B . M i n u t e s o f a l l h e a r i n g s a n d m e e t i n g s 
c o n d u c t e d b y t h e B o a r d s a n d C o m m i s s i o n s . 

R E T A I N P E R M A N E N T L Y . 
T R A N S F E R P E R I O D I C A L L Y 
T O S T A T E A R C H I V E S . 

C . C o r r e s p o n d e n c e , e t c . p e r t a i n i n g t o t h e 
B o a r d s a n d C o m m i s s i o n s . 

R E T A I N I N O F F I C E F O R A 
P E R I O D O F T H R E E Y E A R S , 
T H E N D E S T R O Y . 

D . E x a m r e s u l t s o f t r a d e l i c e n s e a p p l i c a n t s . R E T A I N I N O F F I C E F O R A 
P E R I O D O F O N E Y E A R , 
T H E N D E S T R O Y . 

S c h e d u l e A p p r o v e d b y 
g e n c y , or D i v i s i o n R e p r e s e n t a t i v e 
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Schedule No. 

Page No. 

2 of 2 

Item No. Description Retent ion 

4. 

6. 

M I S C E L L A N E O U S L I C E N S E S 

M u l t i - f a m i l y d w e l l i n g s , m o b i l e h o m e p a r k s , 
i n d i v i d u a l m o b i l e h o m e l i c e n s e s . T h e s e l i c e n s e s 
a r e a p p r o v e d t h r o u g h c o m p l e x a d m i n i s t r a t i v e 
p r o c e s s e s . T h e a p p r o v a l g e n e r a l l y t r a n s f e r s w i t h 
t h e s a l e o f a p r o p e r t y . T o p r o v i d e c o m p l e t e , 
a c c u r a t e i n f o r m a t i o n o n t h e s e p r o p e r t i e s t h e 
e n t i r e h i s t o r y m u s t b e a v a i l a b l e . A c c e s s t o t h e 
c o n t e n t s o f t h e s e f i l e s h a s p r o v e d i n v a l u a b l e t o 
t h e 1 i c e n s e h o l d e r a n d t h e C o u n t y , i n e s t a b l i s h i n g 
c o n t i n u i t y o f u s e , r e s o l v i n g l e g a l i s s u e s a n d 
m a k i n g l i c e n s e d e c i s i o n s . Filed Alpha by License Holders 
name. 

B a i l b o n d s , d r a g s t r i p , a n d p a w n b r o k e r s . 

H u c k s t e r s , a u c t i o n e e r s , m o b i l e h o m e d e a l e r s , 

P a r a d e s , d i s a b l e d p a r k i n g , a n d c a m p m e e t i n g s . 

T r u c k t o w e r s , t a x i c a b a n d t a x i c a b d r i v e r s . 

G E N E R A L C O R R E S P O N D E N C E 

T R A D E L I C E N S E S 

L i c e n s e s t o p e r f o r m w o r k i n t h e e l e c t r i c a l , 
m e c h a n i c a l a n d p l u m b i n g t r a d e s . 

P E R M A N E N T . R E T A I N I N 
O F F I C E F O R F I V E (5) 
Y E A R S FROM D A T E O F 
I S S U A N C E : T H E N M I C R O ^ 
F I L M , C R E A T I N G T W O 
MASTE R N E G A T I V E S . U P O N 
V A L I D A T I O N O F M I C R O F I L M , 
D E S T R O Y P A P E R R E C O R D S 
F O R W A R D O N E M A S T E R N E G 
A T I V E T O M D S T A T E A R C H I V E S 
R E T A I N O T H E R M A S T E R N E G 
A T I V E F O R A . A . C O . U S E . 

R E T A I N F O U R Y E A R S F R O M 
D A T E O F I S S U A N C E , T H E N 
D E S T R O Y . 

R E T A I N T W O Y E A R S F R O M 
I S S U A N C E , T H E N D E S T R O Y . 

R E T A I N O N E Y E A R F R O M 
I S S U A N C E , T H E N D E S T R O Y . 

R E T A I N T H R E E Y E A R S F R O M 
I S S U A N C E , T H E N D E S T R O Y . 

R E T A I N I N O F F I C E F O R A 
P E R I O D O F T H R E E Y E A R S , 
T H E N D E S T R O Y . 

R E T A I N I N - O F F I C E , ' T H R E E 
Y E A R S F R O M ' L I C E N S E . . ! * 
E X P I R A T I O N , T H E N 
D E S T R O Y . 



I N S T R U ' m O W - T Y P E OR PRINT A S E P A R A T E F O R U F O R E A C H M E W 
| REVISED R E C O R D SERIES. FORWARD W I T H RECORDS RETENTION 

, ' S Q £ D U U r ( D G o . 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7775 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. M A R Y L A N D 207M 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page 1 O f 13 

1 . D E P A R T M E N T / A G E N C Y 

«tnne Arundel County 
2. DIVISION 

Planning & Code Enforcemen 
3. UNIT 

: Licensing and Enforcement 

DEFINITION • R t c o r d i S t r l t t • A group of rotated r i c o r d * norm illy fllad tnd u i * d at t unit for rtferoneo n wall t i rttantlon i n d dlipoaltion p u r p o i n . 

4. R E C O R D SERIES T I T L E 

Amusement Licenses 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Bnefty descrbe the types of information/cocumems/forms found in the Series. Include (he purpose or function of the Senes) 

These licenses are issued to operate or permit the operation of a carnival, coin-
operated amusement devise, game or event. Records are maintained in legal size 
manilla folders. 

7 . R E C O R D SERIES F O R M A T f S ) 

• Lener Size a Microfilm 

^ a ^ ) § Legal Size a Computer Tape 

• Bound Book O Floppy Disk 

R • Audo Tape • Video Tape 

D Other (Soearvl 

1. R E C O R D SERIES S E Q U E N C E 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other ISDeaM 

9. V O L U M E 
)Q File Drawees) 

• Microfilm R e d (s) 
• Computer Tape (s) 
• Other (Soeafvl 

4 
Number 

10. A N N U A L A C C U M U L A T I O N 
) 0 File Drawer (s) 
a Microfilm Reel (s) 
• Computer Tape(s) 

^ • Other (Specify) 

Number 

J 1 1 . R L E IS U S E D 

X Daily • Weekly • Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

1 a M o n t h f s f^E Yearisl" ' i • 
Number ' 

1 3 . C U R R E N T L O C A T I O N f S ) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E O E L S E W H E R E ? (I' yes. specify agency or. office), 

rX Yes Svstem 36 a No _ . . 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) 8 regulation(s) 

O Yes X No 

18. AUDIT R E Q U I R E M E N T S = — * ' 

% None a State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? {If yes, explain briefly and 
descnbe any hardware/software) 

v Hardcopy - Alpha 
4B Yes O No 

8^ Computer - Alpha & Numerical 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in office three years, then destroy. 

MP N A M E A N D T I T L E O F P R E P A R E R 

9 Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 
(410) 222-7787 

2 1 . D A T E 
19 May 1994 

D G S SSO-4 (Revsad VS3) 



IHSTRIKTHOW - T Y P E O R PRIWT A SFP4U1TF p n P U FOR F»(~W WFW 

• REVISED RECORD SERIES. FORWARD W I T H RECORDS RETENTION 
S C C D U U (DOS 550-1) . 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 WATERLOO ROAD 
P.O BOX 275 - JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P a p , 2 or 13 

1 . D E P A R T M E N T / A G E N C Y 

•Anne Arundel County 
2 . DIVISION 

Planning & Code Enforcement 
1 UNIT 
Licensing and Enforcement 

P 
D E F I N I T I O N • R t c o r d i S t r l M • A group of roliUd rieordi normilly Al*d i n d u i t d 1 1 1 unit for r t f t r t n c * » wril i t r«t*ntlon i n d disposition p u r p o i t t . 

4 . R E C O R D S E R I E S T I T L E 

Arcade Hearings 
5 . E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descrtoe the types of informatiorVdocumems/forms found in the Series. Include the purpose or function of the Series) 

Written record of public hearings required for annual renewal of arcade license. 

7 . R E C O R D S E R I E S F 0 R M A T ( S ) 

a Letter S s e • Microfilm 

r^X> L e ^ S a e • Computer Tape 

• Bound Book • Floppy Disk 

• Aucto Tape a Video Tape 

• Other (Soeofvl 

8. R E C O R D S E R I E S S E Q U E N C E 

M AfchabetsaJ 

a Numerical 

o Chronological 

• Geographical 

• Other i S D e a M 

9. V O L U M E 
K File Orawerts) 
a Microfilm Reel (s) 
• Computer Tape (s) 
• Other (Specify) 

1/4 
Number 

1 0 . A N N U A L A C C U M U L A T I O N 
a FUe 0 rawer (s) 
• M'croftm Reel (s) 
• Computer Tapefs) 
a Other rSoerfvl 

Number 

J 1 1 . F I L E IS U S E D 

• DaJy a Weekly » Monthly 

1 1 F I L E B E C O M E S I N A C T I V E A F T E R 

1 • Month(s) X Year's) 
Number 

1 1 C U R R E N T L O C A T I O N S (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (I' yes. specify agency or office) 

X Yes System 36 . N O 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. ate law(s) S regulation!,*) 

• Yes Gf No 

1 6 . AUDIT R E Q U I R E M E N T S ' . . . . . . . . . 

& None • State a Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
desatoe any hardware/software) 
Hardcopy - Alpha X Yes a No ^ Computer - Alpha & Numerical 

11. R E C O M M E N D E D R E T E N T I O N 

Retain in Office for two years from date of 
issuance, then destroy. 

PP. N A M E A N D T I T L E O F P R E P A R E R 

B Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 
19 May 1994 

DGS 550-4 (Rcvead V93) 



WSTRUrnOKS - T Y P E O R P R I N T A K F P A R A T T F O R U F O R C i r w M F W 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 

, S O C 0 U U > { D G S Stt-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7Z7S WATERLOO ROAD 
P.O. BOX 273 - JESSUP. UARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page 3 Of 13 

1 . D E P A R T M E N T / A G E N C Y 

gtorne Arundel County 
1 DIVISION 

Planning & Code Enforcement 
1 UNIT 

Licensing and Enforcement 
D E F I N I T I O N • R t c o r d i S t r l t t • A group of r t l i t t d rtcordt normilly flltd ind ustd i t « unit for r t f t r t n c t i t will i t rrtantlon i n d disposition purpostt . 

4 . R E C O R D S E R I E S T I T L E 

Boards and Commissions - Audio recording/written transcript 
5 . E A R U E S T Y E A R / L A T E T E S T Y E A R 

1975 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of rrtfomalrorVdocumeffis/forms found in the Series. Include (he purpose or function of the Series) 

Audio recording or written transcript of all hearings and meetings conducted by the 
Boards and Commissions. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

a Letter Size • Microfilm 

^ B ^ a Legal Size • Computer Tape 

Bound Book • Floppy Disk 

E AurJoTape • Video Tape 

• Other fSoeafvl 

8 . R E C O R D SERIES S E Q U E N C E 

• Alphabetical 

• Numerical 

K Chronologica) 

• Geographical 

a Other (Soeafy) 

9 . V O L U M E 
• File Drawerfs) 
• Microfilm Reel (s) 
• Computer Tape (s) 

, 1 £ * Other (Specify) Bound 
1 Shelf R o o k s 

Number 
1 0 . A N N U A L A C C U M U L A T I O N 

• File 0 rawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 

/ r > / o * Other (Speafy) Tapes 
40-48 

Number 

1 1 . F I L E IS U S E D 

a Daiy • Weekly rX Monthly 

1 1 R L E B E C O M E S I N A C T I V E A F T E R , . . . » - - • • < • 

5 O MontWs)." TO YearfsV-~ 
Number > 

1 1 C U R R E N T L O C A T I O N ' S ) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P U C A T E O E L S E W H E R E ? (If yes,, specify agency or office) • 

• Yes . X ~ N o - - — - — 

I S . A C C E S S R E S T R I C T I O N S Of yes. cite law(s) & regulalion(s) 

o Yes X N o 

1 6 . A U D I T R E Q U I R E M E N T S 

& None a State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
desafce any hardware/software) 

a Yes « N o 

1 8 . R E C O M M E N D E D R E T E N T I O N 
Retain in office for a period of three years, 
then destroy. 

^ ^ N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 
19 May 1994 

D C S 550-4 ( R m s a d V93) 



INSTRUCTIONS - T Y P E O R P R I N T A S E P A R A T E F O R U F O R E A C H N E W 
• REVISED RECORD SERIES. FORWARD W I T H RECORDS RETENTION 

SCHEJlUU J D G S H O - I ) . 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page * of 13 

1 . D E P A R T M E N T / A G E N C Y 

^^ine Arundel County 
2. DIVISION 

Planning & Code Enforcement 
3. UNIT 

Licensing and Enforcement 
D E F I N I T I O N - Racordt Sarlat • A group of rotated r t e o r d i normally filad ind u i * d at « unit for roferance at wall t i rttantlon and dlipoalHoo purpotat. 

4. R E C O R D S E R I E S T I T L E 

Boards and Conmissions - Minutes 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1975 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N (Briefly descrtoe the types of information/doajments/forms found in the Senes. Include the purpose or function of the Series) 

Minutes of all hearings and meeting conducted by the Boards and Commissions. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

a Letter S e e • Mcrafilfli 

^ a ^ a Legal S a e • Computer Tape 

X Bound Bock • Floppy Orsk 

)6 Aucio Tape • Video Tape 

• Other ( S o e a M 

8. R E C O R D S E R I E S S E Q U E N C E 

• Atphabetcal 

• Numerical 

IX Chronological 

• Geographical 

o Other ( S o e a M 

9. V O L U M E 
• File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 

, , M Other (Specify) Bound 
1 Shelf Books 

Number 

10. A N N U A L A C C U M U L A T I O N 
O File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 

, n / n H Other (Specify) T f l p f S 
40-48 sets 

Number 

1 1 . F I L E IS U S E D 

a Daty Q weekly Qr. Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

5 • Monmfs) Yearfs) 
Number 

13. C U R R E N T L O C A T I O N S ) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E O E L S E W H E R E ? (I' yes. specify agency or office) 

• Yes IS No 

15. A C C E S S R E S T R I C T I O N S (If yes. ate taw(s) & regulations) 

O Yes V N o 

16. A U D I T R E Q U I R E M E N T S 

K None • Slate • Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? Of yes. explain briefly and 
desafce any fiarowarersoftware) 

a Yes K N o 

18. R E C O M M E N D E D R E T E N T I O N 

Retain permanently. Transfer periodically to 
State Archives. 

^ a F N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 
(410) 222-7787 

21. D A T E 
19 May 1994 

DGS SSO-4 ( R n s s d V93) 



| INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
| REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION 
|j. SCKSDUU3 (DCS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page 5 a 13 

| 1 . D E P A R T M E N T / A G E N C Y 

«Anne Arundel County 
2 . DIVISION 

Planning & Code Enforcement 
1 UNIT 

Licensing and Enforcement 
D E F I N I T I O N • Racordi Saritt - A gtoup of ftlatad rtcorda normally flltd ind u t » d i t t unit for raftrtnea at wall at lettntlon and dltpoiltfon p u r p o t t t . 

4 . R E C O R D S E R I E S T T T L E 

Boards and Commissions - Correspondence 
5 . E A R U E S T Y E A R / L A T E T E S T Y E A R 

1975 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N ( Bnefty descnbe the types of inforrnation/dccurnents/forms found in the Senes. Include the purpose or function of the Senes) 

Correspondence, etc. pertaining to the Boards and Commissions. 

8 7 . R E C O R D S E R I E S F O R M A T f S ) 

1 o Lener Size a Microfilm 

Lfk K Legal Size a Computer Tape 

D Bound Book O Floppy Oisk 

| a Aucfo Tape • Video Tape 

H • Other I S o e a M 

8 . R E C O R D S E R I E S S E Q U E N C E 

a Alphabetical 

• Numerical 

X Chronological 

• Geographical 

a Other ( S o e a M 

9. V O L U M E 
X FBe Drawees) 

a Microfilm Reel (s) 
• Computer Tape (s) 
• Other (Specrfy) 

Number 

1 0 . A N N U A L A C C U M U L A T I O N 
• F i e Drawer (s) 
• Microfilm Reel (s) 
o Computer Tape(s) 
Q Other ( S o e a M 

Number 

I 1 1 . R L E I S U S E D 

1 a Dady • Weekly • Monthly 

| Rarely 

XL F I L E B E C O M E S I N A C T I V E A F T E R 

• Monthls) a Yearfs) 
Number 

1 3 . C U R R E N T L O C A T I O N ® (Bldg., Floor, Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

• Yes 56 N o - - -

1 5 . A C C E S S R E S T R I C T I O N S (If yes. ate law(s) S regutation(s) 

• Yes 5£ No 

1 8 . A U D I T R E Q U I R E M E N T S 

ja None • State • Federal a Independent 

1 7 . I S A N I N D E X S Y S T E M U S E D ? (If yes. explain bnefty and 
| b e s o t * any haroware/software) 

1 a Yes y) No 

1 8 . R E C O M M E N D E D R E T E N T I O N 

Retain in office for a period of three years, 
then destroy. 

Wm N A M E A N D T I T L E O F P R E P A R E R 

| Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 

19 May 1994 

D G S 550-4 ( R e m a d V S J ) 



IKSTRUCnOKS - TYPE O R PRINT A SEPARATE FORM FOR EACH NEW 
REVISES RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCKEDULr,(DSSSSO.|) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P a g e . of 13 

1 . D E P A R T M E N T / A G E N C Y 

jj^^^nne Arundel County 
1 DIVISION 

Planning & Code Enforcement 
I UNIT 

Licensing and Enforcement 
D E F I N I T I O N • Rocords S i r i t t • A group of r t J i U d r t c o r d i normtlly filed ind usod t i i unit for r t f o r t n e * n w»ll i t trttntjon i n d disposition purpose*. 

4 . R E C O R D S E R I E S T I T L E 

Boards and Commissions - Exam results 
5 . E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T 0 Present 

t R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informatioiVdocurnerits/forms found in the Senes. Include the purpose or function of (he Series) 

Exam results of trade license applicants. 

7 . R E C O R D S E R I E S F O R M A T f S ) 

O L e n e r S e e • Microfilm 

Legal Size a Computer Tape 

• Bound Book • Floppy Disk 

• A u d o Tape • Video Tape 

O Other (Soeafy) 

1. R E C O R D S E R I E S S E Q U E N C E 

H Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (SDeafvl 

9. V O L U M E 
& File Drawerf*) 
• Microfilm Reel (s) 
• Computer Tape (s) 

^ 0 Other (Specify) 

Number 

1 0 . A N N U A L A C C U M U L A T I O N 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
o Other (Speafy) 

Number ^ , 

1 1 . R L E IS U S E D 

• Dairy • Weekly X Monthly 

1 1 R L E B E C O M E S INACTIVE A F T E R 

1 a Monthfs) V Yeartsl 
Number '. j j {I ' : t 

1 1 C U R R E N T L O C A T I O N C S ) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ) (If yes. specify agency or office) 

• Y b Y l I t o " 1 . - ^ . ? } * ! , ' 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. die law(s) 8 reguJalion(s) 

O Yes PC N o 

1 6 . A U D I T R E Q U I R E M E N T S 

X None • State • Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any hardware/software) 

j r X Yes Alpha Q N o 

1 1 R E C O M M E N D E D R E T E N T I O N 

Retain in office for a period of one year, 
then destroy. 

j^ ^ F N A M E A N D T I T L E O F P R E P A R E R 

j Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 

19 May 1994 

D C S 550-4 (R tMnl 1/33) 



I f S T R U C T K H S - T Y P E OP. PRINT A S E P A R A T E F O R M F O R E A C H N E W 
P E V I S E D R E C O R D S E R I E S . F O R W A R D WITH R E C O R D S R E T E N T I O N 
S C H E D U L E ( D C S SSO-1). 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 W A T E R L O O R O A D 
10 BOX 275 • JESSUP. M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P a g e . O f 13 

1 . D E P A R T M E N T / A G E N C Y 

| ̂ ^ine Arundel County 
2 . DIVISION 

Planning & Code Enforcement 
3 . U N I T 

Licensing and Enforcement 

D E F I N I T I O N • Raeorda S t r l M • A group of ralatad raeorda normally flltd i n d utad at a unit for rafaranca at wall at (attrition and dltpoaltfon p u r p o t t t . 

4 . R E C O R D S E R I E S T I T L E 

MISCELLANEOUS LICENSES 
5 . E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N (Bnefty desenbe the types of informaliorVdocurnems/forms found in (he Senes Include the purpose or function of the Senes) 

Multi-family dwellings, mobile home parks, individual mobile home licenses. These 
licenses are approved through complex administrative processes. The approval generally 
transfers with the sale of a property. To provide complete, accurate information on 
these properties the entire history must be available. Access to the contents of 
these files has proved invaluable to the licenseholder and the County, in establishing 
continuity of use, resolving legal issues and making license decisions. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

a u s e r S s e o Microfilm 

^ ^ L e g a l S u e • Computer Tape 

a Bound Book 

a A u l a Tape 

O Other (Specify). 

• Floppy Disk 

o Video Tape 

I . R E C O R D S E R I E S S E Q U E N C E 

X Akihabetical 

• Numerical 

• Chronological 

O Geographical 

o Other (Specify) 

9 . V O L U M E 

8 

K File 0 raw ef(s) 
• Microfilm Reef (s) 
• Computer Tape (s) 
o Other (Specify) 

Number 

1 0 . A N N U A L A C C U M U L A T I O N 
X FBe 0 rawer (s) 
O Microfilm Reel (s) 
a Computer Tape(s) 
• Other (Specify) _ 

Number 

1 1 . F I L E I S U S E D 

«X D a i y O Weekly • Monthly 

1 2 . F I L E B E C O M E S I N A C T I V E A F T E R 

1 
Number 

• Month(s) H Year's) 

1 3 . C U R R E N T L O C A T I O N ® (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ) (If yes. specify agency or office) 

X Yes System 36 

1 5 . A C C E S S R E S T R I C T I O N S (If yes, d e law(s) 5 legulalion(s) 

o Yes X N o 

1 8 . AUDIT R E Q U I R E M E N T S 

£ None • Slate • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (I' yes. explain briefly and 
d e s e r t * any fiaroware/software) 
Hardcopy - Alpha 

35 Yes O N o Computer - Alpha & Numerical 

1 8 . R E C O M M E N D E D R E T E N T I O N 

Retain in office for five ye<*rs from issuance. Then 
micro-film. Retain micro-film permanently. 
Periodically transfer to State Archives. 

1 9 . r K M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 

19 May 1994 

-S S50-4 (Rcvsad V93) 



I N S T R U C T I O N S - T Y P E O R P R I N T A S E P A R A T E F O R U F O R E A C H N E W 
1 R E V I S E D R E C O R D S E R I E S . F O R W A R D W I T H R E C O R D S R E T E N T I O N 

S C H E D U L E ( D C S U O - 1 ) ' 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

A G E N C Y R E C O R D S I N V E N T O R Y I N S T R U C T I O N S - T Y P E O R P R I N T A S E P A R A T E F O R U F O R E A C H N E W 
1 R E V I S E D R E C O R D S E R I E S . F O R W A R D W I T H R E C O R D S R E T E N T I O N 

S C H E D U L E ( D C S U O - 1 ) ' 7 7 7 5 W A T E R L O O R O A D 
P . O . B O X 275 - J E S S U P . M A R Y L A N D 20794 Page 8 Q , 13 

1 . D E P A R T M E N T / A G E N C Y 2. DIVISION 3. UNIT 

I^Anne Arundel County Planning & Code Enforcement Licensing and Enforcement 
D E F I N I T I O N • R t c o r d i Sertet • A group of retitod record! normtlly filed end uied at t unit for reference t i well i t retention i n d dlipoilBon p u r p o t t t . 

4. R E C O R D S E R I E S T I T L E 5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

MISCELLANEOUS LICENSES 1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of information/documenis/forms found in the Senes. Include the purpose or function of the Senes) 

Bail Bonds, Drag Strip, and Pawn Brokers. 

I 

7 . R E C O R D S E R I E S F O R M A T f S ) 

• Letter S e e • Microfilm 

J5 Legal Size • Computer Tape 

8. R E C O R D S E R I E S S E Q U E N C E 

X Alphabetical 

• Numerical 

9. V O L U M E 
M File Orawer(s) 
a Microfilm R e d (s) 
• Computer Tape (s) 
• Other (Spedfyl 

a Bound Book • Floppy Disk • Chronological Number 

• AuoSo Tape • Video Tape 

• Other (Soeafv) 

• Geographical 

• Other (Spedfvl 

10. A N N U A L A C C U M U L A T I O N 
• File Drawer (s) 
a MicrofBm Reel (s) 
• Computer Tape(s) 
• Other (SoecrM 0 

Number 

1 1 . F I L E IS U S E D 12. F I L E B E C O M E S INACTIVE A F T E R 

• Darly • Weekly X Monthly 1 • Monthfs)|'- K Yearfs) 
Number 

13. C U R R E N T L O C A T I O N f S ) (Bldg.. Floor. Room) 14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes., specify agency or office) 

2664 Riva Road, 2nd Floor H Yes System 36 • • c ' N o ' ' 

15. A C C E S S R E S T R I C T I O N S (If yes. die law(s) S regulations) 16. A U D I T R E Q U I R E M E N T S — • . ^ • L . / y c - J * r \ j Y , | • • ' 

• Yes I No X None • State a Federal a Independent 

1 7 . IS A N I N O E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any haroware/software) 

O Yes X No 

18. R E C O M M E N D E D R E T E N T I O N 

Retain four years from date of issuance, 
then destroy. 

1 
•W. N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 D A T E 

19 May 1994 



• rNSTRUTTIOKS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED- REGARD SERIES. FORWARD WITH RECORDS RETENTION 

•SCHEDULE faGS'550-1) 
1 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 WATERLOO ROAD 
P.O BOX 275 - JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page 9 O f 13 

1 . O E P A R T M E N T / A G E N C Y 

^Anne Arundel County 
2. DIVISION 

Planning & Code Enforcement 
3. UNIT 

Licensing and Enforcement 
D E F I N I T I O N • R t c o r d i Sort** - A group of rotated raeorda normally fllad and uiad aa a unit for rafartnea aa wall at ratantton and dlapoaltlon p u r p o i t a . 

4. R E C O R D S E R I E S T I T L E 

MISCET.TANEOUS LICENSES 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Bnefty desenbe the types of informalion/documems/forms found in the Senes. Include the purpose or function of the Senes) 

Hucksters, Auctioneers, Mobile Home Dealers. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

• Letter Size • Microfilm 

^^35 Legal Size • Computer Tape 

^ • ^ O Bound Book a Floppy Disk 

O Audk> Tape • Video Tape 

• Other ( S o e a M 

8. R E C O R D S E R I E S S E Q U E N C E 

X Alphabetical 

• Numerical 

0 Ctoonological 

• Geographical 

0 Other (SoeaM 

9. V O L U M E 
R File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 
a Other fSDeafv) 

1 
Number 

10. A N N U A L A C C U M U L A T I O N 
n File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
• Other ( S o e d M 

Number 

1 1 . R L E IS U S E D 

O DaSy • Weekly X Monthly 

12. R L E B E C O M E S I N A C T I V E A F T E R 

1 • Month(s) B - Yearfs) 
Number ' ; 

1 1 C U R R E N T L O C A T I O N ® (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

X Yes System 36 • N O 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) 8 regulations) 

• Yes X No 

16. AUDIT R E Q U I R E M E N T S 

r X None • State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes, explain bnefty and 
desenbe any haroware/soflware) 

O Yes & N o 

18. R E C O M M E N D E D R E T E N T I O N 

Retain two years from date of issuance, 
then destroy. 

^ ^ N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 

19 May 1994 

D O S 550-4 (Rewrad V93) 



W S T R U T P O K S - T Y P E O R P R I N T A S E P A R A T E F O R M F O R E A C H N E W 
' R E V I S E D - R E C O R D S E R I E S . F O R W A R D WITH R E C O R D S R E T E N T I O N 

. S C H E O U - l - ^ S S S O - l j 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7775 W A T E R L O O R O A D 
P . O . B O X 275 - J E S S U P . M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Page 10 of 13 

1 . D E P A R T M E N T / A G E N C Y 

M|nne Arundel County 
1 DIVISION 

Planning & Code Enforcement 
1 UNIT 

Licensing and Enforcement 
*̂ P^~—— • 

DEFINITION - Records S t i l t s - A group of r t l i U d ttcordt normtlly flltd t n d u t t d i s i unit for r t f t r t n c t i t well u rttintlon i n d disposition purposes. 

4. R E C O R D S E R I E S T I T L E 

MISCF11ANE0US LICENSES 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informatiorVdocumerris/forms found in the Series. Include (he purpose or function of the Senes) 

Parades, Disabled Parking, and Camp Meetings 

7 . R E C O R D S E R I E S F O R M A T f S ) 

• Letter See • Microfilm 

^ • w ft Legal See • Computer Tape 

o Bound Book • Floppy Disk 

O Aucio Tape • Video Tape 

D Other (Soecrfyl 

8. R E C O R D S E R I E S S E Q U E N C E 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

D Other (Srjeafy) 

9. V O L U M E 
M File Drawerfs) 
• Microfilm Reel (s) 
a Computer Tape (s) 

^ Q Other (Speafy) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 

Q D Other (Sperifyl 

Number 

1 1 . F I L E IS U S E D 

O Dairy • Weekly K Monthly 

1 1 F I L E B E C O M E S I N A C T I V E A F T E R 
I f ' 

1 • MontWsl r f H Yeartsl ' • -
Number * ' . > 

1 1 C U R R E N T L O C A T I O N ^ ) (Bldg., Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

X Yes System 36 .PnOfa'' 

1S. A C C E S S R E S T R I C T I O N S Of yes. ale law(s) 8 regulations) 

o Yes £ No 

16. A U D I T R E Q U I R E M E N T S 

X None • State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any hardware/software) 

O Yes « No 

18. R E C O M M E N D E D R E T E N T I O N 

Retain one year from date of issuance, then destroy. 

O F N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 

(410) 222-7787 
21. D A T E 

19 May 1994 
D G S 550-4 {Revoad VSJ) 



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
' REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION 

SCHEDULE (Dds 559-1) " 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7775 WATERLOO ROAD 
P O BOX 275 • JESS UP. MARYLANO 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P a g e . 11 Of 13 

1 . D E P A R T M E N T / A G E N C Y 

\nne Arundel County 
2. DIVISION 

Planning & Code Enforcement! 
3. UNIT 

Licensing and Enforcement 
D E F I N I T I O N • R t c o r d i S t r t t t - A group of rofited rtcordi norm illy Rltd t n d u t t d i t t unit for r t f t r t n c * t t well t t rtttntfon and dlipotitfon p u r p o t o t . 

4. R E C O R D S E R I E S T I T L E 

MISCELLANEOUS LICENSES 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Bnefty desenbe the types of informatiotfdocumems/forms found in the Senes Include the purpose or (unction of the Senes) 

Truck Towers, Taxi Cab and Taxi Cab Drivers 

7 . R E C O R D S E R I E S F O R M A T ® 

O Lener Size • Microfilm 

H. Legal S e e • Computer Tape 

• Bound Book • Floppy Disk 

• A u d o T a p e • Video Tape 

Q Other (Specify) 

8. R E C O R D S E R I E S S E Q U E N C E 

X Alphabetical 

35 Numerical 

• Chronological 

• Geographical 

• Other (Specify) 

9. V O L U M E 
35 File Drawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
a Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
a R e Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
• Other (Specify) 

Number 

1 1 . F I L E IS U S E D 

X Daily • Weekly • Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

Expiration 
Number 

• Monlh(s) Year(s) 

1 1 C U R R E N T L O C A T I O N ® (Bldg. Floor, Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

X> Yes System 36 • N o 

15. A C C E S S R E S T R I C T I O N S (II yes. ate law(s) S regulations) 

Q Yes : 35 N o 

16. A U D I T R E Q U I R E M E N T S 

K None • State • Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain bnefty and 
desenbe any haroware/sottware) 
Hardcopy - Alpha 

X Yes ^ O No 
Computer - Alpha & Numercial 

18. R E C O M M E N D E D R E T E N T I O N 

Retain three years from issuance, then destroy. 

N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 

(410) 222-7787 
21. D A T E 

19 May 1994 
OGS 550-4 (Revtnd t/93) 



- INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM F O R EACH NEW 
REWSED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
C C H E U U L E p C S 550-1), 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 WATERLOO ROAD 
P O BOX 275 • JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

' P a g * 12 Of 13 

1 . D E P A R T M E N T / A G E N C Y 

^^nne Arundel County 
2. DIVISION 

Planning & Code Enforcement 
3. UNIT 

Licensing and Enforcement 
D E F I N I T I O N • Records SorlM • A group of rotated records normally filed and used at a unit for reference at well ae retention and disposition purposes. 

4. R E C O R D S E R I E S T I T L E 

GENERAL CORRESPONDENCE 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N { Bnefly describe the types of informaliorVdocuments/forms found in Ihe Senes Include the purpose or function of the Senes) 

General Correspondence pertaining to licensing and permits. 

7 . R E C O R D S E R I E S F O R M A T f S ) 

a Letter S e e • Microfilm 

gm*f> Legal S e e • Computer Tape 

• Bound Book • Floppy Disk 

• Aucto Tape • Video Tape 

o Other (Soeafyl 

Kept in File Folder 

8. R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

O Other ISDeafv) 

Kept in File Folder 

9. V O L U M E 
a File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 
• Other (SDeotr) 

0 
Number 

10. A N N U A L A C C U M U L A T I O N 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Taoefs) 
0 Other (Soeafyl 

Number 

1 1 . R L E I S U S E D 

• DaJy • Weekly X) Monthly 

12. R L E B E C O M E S INACTIVE A F T E R . , 

1 • Monlh(s) X> Year(s) 
Number 

13. C U R R E N T L O C A T I O N ' S ) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

• Yes X3 No 

15. A C C E S S R E S T R I C T I O N S (If yes. cite law(s) & regulation^) 

O Yes V N o 

I S . A U D I T R E Q U I R E M E N T S 

K None • State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain bnefly and 
describe any hardware/software) 

• Yes 1 9 N o 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in office for a period of three years, 
then destroy. 

^ ) N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
20. T E L E P H O N E N U M B E R 

v410) 222-7787 
2 1 . D A T E 

19 May 1994 

DGS 550-4 (Revised V93) 



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
1 REVIStD'-RBCORD SERIES. FORWARO WITH RECORDS RETENTION 

iSJStECtU/DfeS 550-1) V 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7275 WATERLOO ROAD 
P O BOX 275 - JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
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1 . D E P A R T M E N T / A G E N C Y 

^Anne Arundel County 
2 . DIVISION 

Planning & Code Enforcement 
3. UNIT 

Licensing and Enforcement 
D E F I N I T I O N • Record! Sartea • A group of related r t c o r d i normally fllad ind uiad at a unit for rafaranca at wall at ratantlon and dlipoilg'on p u r p o i t t . 

4 . R E C O R D S E R I E S T I T L E 

Trade Licenses 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1965 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N ( Bnefty desenbe the types of informaliotVdocuments/fomis found in the Senes Include the purpose or function of the Senes) 

Licenses to perform work in the electrical, mechanical and plumbing trades. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

• Lefler S e e • Microfilm 

^ Legal See • Computer Tape 

• Bound Book • Floppy Disk 

a Audo Tape • Video Tape 

a Other ( S o e a M 

8 . R E C O R D S E R I E S S E Q U E N C E 

H Alphabetical 

^ Numerical 

O Chronological 

• Geographical 

• Other (SpeaM 

9 . V O L U M E 
H File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 
D Other (SDeaM 16 

Number 

1 0 . A N N U A L A C C U M U L A T I O N 
50 FUe Drawer (s) 

• Microfilm Reel (s) 
• Computer Tape(s) 

^ • Other (Speafyl 

Number 

1 1 . R L E IS U S E D 

« Daily • Weekly • Monthly 

1 2 . R L E B E C O M E S I N A C T I V E A F T E R :. < 7 " " j l 

3 • Month(s) ! I ' M Yearfsf * * O ' ! 

Number 'iAfter Expired >\ 
1 3 . C U R R E N T L O C A T I O N ® (Bldg. Floor. Room) 

2664 Riva Road, 2nd Floor 
1 4 . IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) " - , 

ot Yes Systran f o N o 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. ate law(s) & regulation's) 

• Yes I X No 

1 6 . A U D I T R E Q U I R E M E N T S 

R None a State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
desenbe any haroware/software) 
Hardcopy - Alpha 

ft Yes n No 
^ Computer - Alpha & Numerical 

1 8 . R E C O M M E N D E D R E T E N T I O N 

Retain in office three years from license expiration, 
then destroy. 

Wa. N A M E A N D T I T L E O F P R E P A R E R 

Anne Hatcher, Chief of Licensing 
2 0 . T E L E P H O N E N U M B E R 

(410) 222-7787 
2 1 . D A T E 

19 May 1994 
OGS 550-4 ( R m s a d VS3) 


